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Digital Emergency Operations Plan Guidance 
 
Guidance 
 
As part of the 2008-09 planning guidance all counties in the state of Kentucky 
will be required to submit electronic copies of their counties current Emergency 
Operations Plan (EOP), Emergency Resource Inventory List (ERIL), and 
Emergency Operation Plan – Standard Operating Procedures (EOC-SOP) as 
described in Initial Submission of Digital EOP, ERILs, and EOC-SOP Policy (see 
following pages).   
 
Instructions 
 
Diagrams of how the organize the CD in which these documents are to be saved 
are included in this guidance document.  There are two diagrams based on the 
format in which the counties current Emergency Operation Plan is formatted they 
are to organize their documents based on their current formatting. 
 
To manage the flow of digital plans into the planning office we have scheduled 
dates in which counties are to have their plans submitted digitally (see map 
Digital Emergency Operation Plan -  Schedule Map).  The follow is a list of 
counties and dates that their digital submissions are to be mailed to the planning 
office (please do not send your CDs until your assigned date): 
 
January 15, 2009 
 
Bullitt, Jefferson, Oldham, Trimble, Henry, Shelby, Spencer, Anderson, Carroll, 
Gallatin, Boone, Kenton, Campbell, Pendleton, Grant, Owen, Scott, Bracken, 
Mason, Lewis, Greenup, Boyd, Lawrence, Carter, Elliott, Morgan, Rowan, 
Menifee, Bath, Montgomery, and Fleming 
 
March 15, 2009 
 
Martin, Pike, Johnson, Floyd. Magoffin, Knott, Letcher, Harlan, Leslie, Perry, 
Breathitt, Wolfe, Lee, Owsley, Bell, Clay, Knox, Whitley, McCreary, Harrison, 
Bourbon, Nicholas, Woodford, Franklin 
 
May 15, 2009 
 
Mercer, Boyle, Lincoln, Pulaski, Wayne, Clinton, Russell, Casey, Adair, 
Cumberland, Washington, Marion, Taylor, Green, Larue, Nelson, Hardin, Meade, 
Breckinridge, Grayson, Edmonson, Butler, Logan, Simpson, Warren, Hart, 
Barren, Allen, Monroe, Metcalfe 
 



Upon ESF Format Transition 
 
Fulton, Hickman, Carlisle, Ballard, McCracken, Graves, Calloway, Marshall, 
Livingston, Lyon, Trigg, Christian, Caldwell, Crittenden, Hopkins, Muhlenberg, 
Todd, Union, Webster, Henderson, McLean, Daviess, Hancock, Ohio, Fayette, 
Jessamine, Garrard, Rockcastle, Madison, Clark, Powell, Estill, Jackson, Laurel 
 
If your county or area has already submitted your documents, do not resubmit.  If 
you are unsure if your counties documents have been submitted, contact your 
KYEM Area Office or Robert Tindall at (502) 607-5756. 
 
Once a county plans have been submitted, two CDs and a letter stating that their 
plan has been converted will be sent to the Area office.  One CD is for the Area 
Office the second is to be returned to the county along with the Conversion Letter 
and copy of the Digital Emergency Operation Plan Update Policy (see following 
pages).  At that time all updates to the EOP, ERIL, and EOC-SOP are to be 
submitted via digital format only, as described in the policy. 
 
If you have any question about the Digital Emergency Operation Plan Guidance, 
please contact Robert Tindall at (502) 607-5756 or Harry James at (502) 607-
1760. 
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EOP File Submission Diagram 
(Annex Format) 

One CD should be made per 
county.  Within that CD should 
contain the folders below. 

The folder containing the EOP should contain 
subfolder for each of the main parts of the plan. 

Folders containing parts of the EOP 
should contain all documents relevant to 
that portion of the plan.  Such as the 
Forward, Table of Contents, Annex for 
that folder, Appendixes, Tabs, 
diagrams, etc... 

ERIL folder should contain the ERIL and any 
pertinent lists. 

The folder containing the EOC-SOP should contain 
subfolder for each of the main parts of the plan. 

Folders containing parts of the EOC-
SOP should contain all documents 
relevant to that portion of the plan.  
Such as the Forward, Table of 
Contents, Annex for that folder, 
Appendixes, Tabs, diagrams, etc... 



EOP File Submission Diagram 
(ESF Format) 

One CD should be made per county.  Within that CD should contain the folders below. 

Folders containing parts of the EOP should 
contain all documents relevant to that 
portion of the plan.  Such as the Forward, 
Table of Contents, Appendixes, diagrams, 
etc... 

ERIL folder should contain the ERIL and any pertinent 
lists. 

The folder containing the EOC-SOP should contain sub-
folder for each of the main parts of the plan. 

Folders containing parts of the EOC-SOP should 
contain all documents relevant to that portion of 
the plan.  Such as the Forward, Table of 
Contents, Annex for that folder, Appendixes, 
Tabs, diagrams, etc... 

The folder containing the EOP should contain subfolder for each of the 
main parts of the plan. 



Initial Submission of Digital EOP, ERILS, EOC-SOP Policy 
 
The following formatting should be followed when submitting the initial digital 
copies of county EOPs, ERILs, and EOC-SOPs documents: 
 

1. Files should be submitted via CD.  Each county should have a separate 
CD. 

 
2. All text documents may be submitted in either MS Word or PDF format. 

 
3. All non-text files not in MS Word format (i.e. maps, graphs, or diagrams) 

can be submitted, as long as the files are compatible with Microsoft Office 
(i.e. MS Excel, MS Picture Manager …) or are already in PDF format. 

 
4. Hardcopies of figures (i.e. maps, graphs, or diagrams) can be submitted.  

Do not submit originals of these pages because hardcopies will not be 
returned. 

 
5. Files and/or folders should be named according to their corresponding 

section (i.e. forward, Annex A, Appendix A-1, Tab A-1-1, map Tab Q-7-1 
…) or identified so that it can be related to its appropriate section. 

 
6. Files should be placed within one of the 4 following folders on each 

county’s CD (see diagram EOP File Submission Diagram) 
 

a. Emergency Resource Inventory List (ERILs):  This subfolder should 
include only ERILs and any other equipment or resource lists 

 
b. Emergency Operations Plan:  The main folder should contain the 

Basic Plan, Foreword, and Table of Contents.  A subfolder should 
be created for City and County Executive Orders and NIMS 
Declarations, and another subfolder for Change Memoranda.  Each 
Annex (A, B, etc.) with its corresponding Appendices and Tabs 
should be placed in a separate subfolder and named in accordance 
with their appropriate section in the EOP (i.e. Annex M).   

 
c. Emergency Operations Center-SOP/SOG:  This folder should 

include a separate subfolder for the Basic Plan (including its 
associated Appendices and Tabs).  Each Annex (A, B, etc.) with its 
corresponding Appendices Tabs should be placed in a separate 
subfolder and named in accordance with their appropriate section 
in the EOC Plan.  

 
7. All editing tools (i.e.  Markup) in MS Word files should be turned off prior to 

saving files into the appropriate folders and subfolders. 
 



8. Hardcopies should be single sided with an identifying label along with 
appropriate county written on back of the copy. 

 



Digital Emergency Operation Plan Update Policy 
 
For the purposes of this policy the Emergency Operation Plan shall be defined as 
the County Emergency Operations Plan, Emergency Resource Inventory List, 
and Emergency Operation Center – Standard Operating Procedures. 
 
The follow procedure should be followed when submitting an update to the 
emergency operation plan already converted to digital format: 
 

1. Files should be submitted via CD.  Each county shall have it own 
individual CD. 

2. All documents must be submitted in a Microsoft Office Product or PDF 
format. 

3. All graphics must be submitted as an imbedded object in a Microsoft 
Office Product. 

4. All editing tool such as “markup” must be turned off prior to saving any 
document. 

5. Files must be appropriately named and in form that identifies is place with 
in the Emergency Operation Plan. 

6. A sign or initialed Memorandum of Change must accompany any and all 
changes to an Emergency Operation Plan.  (This document may be a 
hardcopy or scanned signed copy.) 

7. The Memorandum of Change must be initialed or signed be the Kentucky 
Division of Emergency Management Area Manager. (This document may 
be a hardcopy or scanned signed copy.) 

All Emergency Operation Plan updates will be acknowledge will a Letter of 
Concurrence from the Director of Kentucky Emergency Management upon 
review of all updates as pursuant to KRS 39. 
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Emergency Support Function Plan Conversion Guidance 
 
Beginning with the 2008-09 Planning Guidance counties will be starting the 
conversion of their Annex based plans to Emergency Support Function (ESF) 
based plans.   
 
At this time, at plan for the over all roll out of the program and training for the 
conversion is in its final stages of development.  Once all items relating to the 
implementation of the conversion of Emergency Operations Plans is finalized we 
will make an announcement that will let all counties know when they are 
expected to start the process of converting and when the process of conversion 
should be completed.  We encourage all counties to look at the Kentucky 
Emergency Operations Plan Handbook and Emergency Support Function Plan 
Templates and begin planning how they are going to convert their current EOP 
document. 
 
Documents related to this conversion and “how to” can be found as attachments 
to the 2008-09 Planning Guidance and at the KYEM Planning Website.  Question 
regarding the conversion of EOPs to ESF should be directed to Robert Tindall at 
(502) 607-5756 or Harry James (502) 607-1760. 
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Emergency Resource List – ESF Conversion Guidance 
 
Guidance 
 
As part of the 2008-09 planning guidance all counties in the state will be require 
to update and convert their current Emergency Resource Inventory List (ERIL) 
over to the new Emergency Resource List (ERL) format which is based on the 
principles of Emergency Support Functions as described in the Emergency 
Resource List – Appendix to 2008-09 Planning Handbook. 
 
Instructions 
 
The new ERL organizes resources into ESF Capability Groups.  Each ESF 
Capability Groups is then broken in to Function Tabs (fix facilities, vehicles, 
equipment, and team), not all ESF Capability Groups will have all four tabs.  
Individual resources may be listed under multiple ESF Capability Groups as they 
may be multi-purpose. 
 
The new ERL format is based in Microsoft Excel and the associated Excel file 
can be downloaded from the Kentucky Emergency Management – Planning 
website.  In order to complete the ERL it is recommended that person preparing 
the document have training in IS-701, 702, 800.B, and ICS-300 as these classes 
will greatly increase the ability for the preparer to catalog their counties resources 
in the ERL format. 
 
Instruction on how to fill out the ERL Excel Template can be found in the 
Emergency Resource List – Appendix to 2008-09 Planning Handbook. 
 
The new ERL should be submitted as a normal update to your EOP as per 
guidance in Section 1 – Digital Emergency Operations Plan of this document.  
Your new ERL should be submitted to as an update not later than September 30, 
2009. 
 
If you have any question about the Emergency Resource List – ESF Conversion 
Guidance, please contact Robert Tindall at (502) 607-5756 or Harry James at 
(502) 607-1760 
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